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Initiating a Contract in SiteManager

™ SiteManager Panel
Main Panel Contract Adminiztration(+] ]
g & i & X H

I_:Zu:_untrau_::t B Dailpbwiark Contractor Change hd aterialz Aocezsones(+]
RN ENENRIEE]  Feports(+] Payrments(+] Orders(+] bl anagement[+]

“Double-click” on Contract Administration(+) located on the Main Panel.

E SiteManager Panel
Main Panel T Contract Administration[+) T Conbract Records(+]
Reference _ Contractor Process List
T ablez[Ch+] FiEE:EI LI M anagement[+]

Contract Adminiztration]+] T Contract Becords[+]

I

m kilestones Projects [tems Contract Contract K.en Dates

Funding Apthority

Checklizt Checklizt Event Correspondence Disputes/Claims
Scheduled D ates Log
Eventz

“Double-click” on Contracts.
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¥ AASHTO SiteManager

File Edit Services Window Help

B eE - = R
EContracts

i Description  * Location ¥ Payment D ata " Citical Dates  * Primary Perzonnel " Prime Contractor ~ DBE Commit Training Flan
Contract ID- INDOT Fed 5t/Pr Pri Nbr:
Status: [Pending
District: - Area: bt Funding____
i ) _ " Federal
Progress Sched: | | Variance Pct: .00 ~ StatesProvince
Desc: | " Both
Time Chalges:| j Bid Days: Bid Amt: $0.00
Contract Type: |Spaces ﬂ [ Fed Dversight
Work Type: |Spaces j [ Local Oversight
Proposal Fund Type:
Spec Yr: Unit System: - Suppl Spec Bk Yr: Alt 1D:

Wage

Narizinn-

‘Click” on the Open & button located on the toolbar.

[3

| Wage Decision ID ‘Wage Decision Description Genrl Wg Dcsn 1D

Selection
7= Contract ID | R 90007
Find: |
Contract |D
Contract ID Yendor ID Fed State Proj HNbr Status Countp Lvl2 Lvl3 Lvl4 Loca *
R -90002 999333968 STF 3387005 ACTY coa? E60 ON SR 261 AT 04
R -90003 999333577 STF 3387005 ACTY coa? E60 ON SR 261 AT 04
R -90004 939933565 5TF 3387005 ACTY ooav B60 ON SR 261 AT 0&
R -90005 999333955 STF 3387005 PEND coa? E60 ON SR 261 AT 04
R -90008 59-9933939 STP 328700 ooa7 EG0 ON SR 261 AT 04
B [ AT O
v
< >
A list of the contracts in SiteManager is listed. Use the Filter/Find

¥ AASHTO SiteManager

File Edit Services ‘Window Help

ERFY D gl ®CwE

i Description  * Location ¥ Payment Data " Citical Dates  * Primary Perzonnel " Prime Cortractor ~ DBE Commit Training Flan
Conbract ID: [F -30007 INDOT Fed St/Pr Pri Nbr: [5TP 3357005
Status: | Active -
District: 560 Area: Funding____
5 ) _ " Federal
Progress Sched: | Yariance Pct: i  State/Province
Desc: [NTERSECTION IMPROVEMENT AND TRAFFIC SIGNAL MODERNMIZATION + Both
Time Charges: [WDF!K DS Bid Days: 70 Bid Amt: $658,493.35
Contract Type: |INTEF|SEETIDN IMPROVEMEMT [ Fed Oversight
Work Type: ||NTEHSECTIDN IMPFROVEMENT [~ Local Oversight

n e oaT (T

“Click” on the Generic Fields ** button located on the toolbar.
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to locate the appropriate contract. “Double-click’ on the appropriate Contract ID.



FIAASHTO SiteManager

File Edit Services “wWindow Help
L PR

i Description ¥ Location Y Fayment Data ¥ Critical Dates ""’F'rimary Persornel * Prime Cantractor ~ DBE Commit © Training Flar

Contract 1D: |F| -90002 INDOT

Program Budget Manager: _

Project Manager: |F'ene|0pe M annington

Deszign Firm: |Designs are s
CHDT53 - Letter Date of FA Letter: IDD.-"DD.-"DD

Additional Contract DEE Data

DBE MEE WBE
Goal Percent: |B |‘I2 |12
Diiginal Commitment Amount: [§123 455.769.12 $123,456,769.12 [rzzamerearz |
Actual Ending Amount: [$123.456.783.12 4$123,456,789.12 |$1 23.486,789.12
b .
D4 [IN] User Working on Process: Iabcd—

Date Cleared: |1 211212
Compliance Indicator: Iabcd
Date 30 Day Motice Letter iz Sent: I‘I 212408

4| | LI

“Click” on the Generic Fields == icon located on the toolbar.

¢ Program Budget Manager: The name of the Program Budget Manager
assigned to the contract. “Enter” the name of the Program Budget Manager
in the Program Budget Manager field.

¢ Project Manager: is the name of the Project Manager for the Contract.
Specific messages and reports are sent to this person by the system. “Enter”
the name of the Project Manager in the Project Manager field.

¢ Design Firm: is the name of the firm that designed the contract.
“Enter” the name of the firm who designed the contract in the Design Firm

field.

e CNDTS9 - Letter Date of FA Letter: Final Acceptance letter date. To be
completed at a later date.

¢ Goal Percent: The goal set for the contract at time of letting for DEB, MBE
and WBE. “Enter” the appropriate percent for MBE and WBE if
appropriate.

¢ Original Commitment Amount: The amount that the contractor listed on
their Affirmative Action Certification in their bid, they were committing to
pay the DBE sub. “Enter” the Original Commitment amount, if applicable.

¢ Actual Ending Amount: The amount that the contractor actually paid the
sub. To be entered at the end of the contract.
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I AASHTO SiteManager

File Edit Services “Window Help
=N e =)

Description 'k Location T Fayment Data ¥ Ciitical Dates ."'Primary Personnel * Prime Contractor ~ DBE Commit * Training Flar

Contract 1D: |F| -90002 INDOT

Program Budget Manager

Project Manager: lPeneIope M annington

Design Firm: |Designs are Us

CHDT53 - Letter Date of FA Letter: IDD.-"DD.-"DD

Additional Contract DEE Data
DBE MEE WBE
Goal Percent: [5 12 12
Original C. i b A b |$123.456,789.12 $123.456,789.12 |$1 23.456,783.12
Actual Ending Amount: [$123.456,783.12 $123.456,789.12 |$1 23.486,789.12
W .
D4 [IN] User Working on Process: Iabcd
Date Cleared: I‘I 21212
Compliance Indicator: Iabcd
Date 30 Day Hotice Letter iz Sent: |1 212409
«| | Ll
e (IN) User Working on Process: the person who is working on the review
of the final.

e Date Cleared: that date that the DBE Utilization letter was written and sent
to Contract.

e Compliance Indicator: the indicator for final review to know the status of
the utilization, whether P for partial, Q for quantities or X fro non-
compliance.

e Date 30 Day Notice letter is Sent: the date the letter of notification to the
contractor that they have 30 days to submit DBE-#, MBE/WBE-3 forms.

“Click” the Generic Fields == button located on the toolbar to close the Generic
Fields.
“Click” the Saveld button located on the toolbar.
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¥ AASHTO SiteManager

File Edit Services ‘Window Help

izl L == (i

ﬂ Contracts

" Description Location  © Papment Data ~ Criical Dates  * Primary Personnel © Prime Contractor © DBE Commit  © Training Flan

Contract |D: |R -90002 Current Contract Amt: $E52,493.35
Generate Estl Day: I_B Contract Limit Amt: $.00 Liquidated Dam Rate Amt: $1.100.00
Generate Est2 Day: ,E Contract Limit Pct: il [ Auto Liquidated Dam

[ Price Adjmnt Ind
RETAINAGE
| [ Securities Allowed [ Retain Stkpiled Ind [+ Unlimited Escrow Max Escrow Amt: $.00 |
-
Retainage Changes:
Wwork Compl Basis Effect Date Pct Pct Baze  Max Pct Max Amt Lump Amt  Trgr Pct Trar Base

WORK IN PLACE | .o

CURRENTARE]  od g0 ¢od  .0qcURRENTAEE| |

“Click” on the Payment Data tab.

If there is retainage or escrow on the contract, then add the following information
to the entry in the Retainage Changes panel:

Effect Date: The Effective Date is the date the corresponding retainage
percentage begins. “Enter” the Notice to Proceed date for the Effect Date field.

Pct: The Percent is the retainage percentage to be applied to the Contract.
“Enter” the Retainage Percentage in the Pct field.

“Click” the Saveld button located on the toolbar.
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¥ AASHTO SiteManager

File Edit Services Window Help

e &= 5 & (i
™ Contracts
* Description ' Lacation “ Payment Data * Critical Dates Primary Personnel © Prime Contractor ~ DBE Commit © Training Plan

Contract ID: |F-30008

Critical Date Description Actual Date Required to Activate Required to Finalize A

Final Acceptance Date 0000400 M N
Auward Date 02/16/05 M i}
Price Adjustments Base Date 00/00/00 M N
Execution Date 02/16/05 i N
Letting Date 02/16/05 M N
(Original Completion Date 00/00/00 M N
Checked Out to Field Date 00/00./00 M N
Substantial Completion D ate 00/00/00 M N
Contractor Bankruptey Date 0000400 M N
Contractor Default D ate 00/00/00 M i}
Signed Date 00/00/00 M i}
First Day of Work 00/00/00 M N i

Crtical Date Description: |N0tice to Proceed Date

Actual Occurrence Date: 031'02.-"0 ___________ [ Required to Activate [~ Required to Finalize

Distribution List: | Recipient I1D: '7

Message Text: |

“Click” on the Critical Dates tab.

Critical Date Description: “Click” on the Notice to Proceed Date description.

“Click” in the bottom panel. Verify the Critical Date Description is Notice to
Proceed Date.

Actual Occurrence Date: “Enter” the Notice to Proceed date in the Actual
Occurrence Date field.

“Click” on the Saveld button located on the toolbar.
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¥ AASHTO SiteManager

File Edit Services Window Help

e = [t
ﬂ Contracts
“ Description ¥ Location ¥ Fayment Data " Critical Dates* Primary “ Prime Cortractor ~ DBE Commit Training Plan
Personnel
Contract 1D: |F -90002 INDOT »~
PE#S: |d30afaul [Fault, &sh
Area Engineer: |d30ffam |Famer, Frark.
Contract Designer: |Migue| Larenzd|
Contract Created By: |SvSTEM
— Motification Recipient:
Contract Status Changed to Active:
User ID: Distribution List: |
|~ Work Prog Behind 5chedul
User ID: Distribution List: |
[~ Civil Rights Exception Report G ted:
User ID: Distribution List: |
v
< 4

“Click” on the Primary Personnel tab.

PE/PS: PE/PS is the names of the Project Engineer/Project Supervisor for the
Contract. Specific messages and reports are sent to this person. “Enter” the name
of the Project Engineer/Supervisor in the PE/PS field.

Area Engineer: The Area Engineer is the name of the Area Engineer whom the
contract is assigned. “Enter” the name of the Area Engineer in the Area Engineer
field.

Contract Designer: Contract Designer is the name of the person that designed
the Contract. “Enter” the name of the Contract Designer in the Contract Designer

field.

“Click” the Saveld button located on the toolbar.
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¥ AASHTO SiteManager

File Edit Services Window Help

EREY DEee gl N0 E

™ Contracts
Description ¥ Location ¥ Fapment Data " Critical Dates  * PFrimary Perzonnel ' Prime " DBE Commit ° Training Plan
Contractor
Contract 1D: R -90003
Current Prime: 33-9333577 |BIG JOHM COAL CO [~ Joint Venture
Payroll
[~ Required Freq in Weeks: |0 Max Subcontract Pet: | 50.00 [ Subcontractors Paid
Bankruptey Date: |00/00/00 Bankruptcy Type Desc: |S|3aces
D ted
[ Indicator  Reason: [Spaces Date: [00/00/00
Original Prime Conbractor: |
Prime Contacts: Contact Hame Contact Type User Id

Aszszociate Type

Prime Associates: | Assoc Yendor ID Associate Short Name

Surety Place Holder
00-0000002 Inzurance Place Holder - See Tms"port

Insurance

“Click” on the Prime Contractor tab.

Prime Associates: Prime Associates lists the Surety company for the Prime
contractor.

“Click” in the Prime Associates panel.

“Click” on the Associate Short Name entry for Surety Place Holder.

Note: the surety place holder is a dummy and was put in the field just to make the
contract Active. This dummy must be deleted and the appropriate information must
be entered

“Click” the Delete =7 button located on the toolbar.

AASHTO SiteManager [X|

.::) Do wiou wish ko delete this Prime Associate?

\__t
Yes | Mo |

“Click” Yes.

A-1-1-a Page 8 of 18



¥ AASHTO SiteManager

File Edit Services

ERMFE D= gl

Window  Help

ﬂ Contracts
[rescription Location

Fa e

Prime DBE Commit

Contractor

Fayment Data Ciitical Dates Frimary Personnel

Contract ID: R

90008

Payroll

Current Prime: [93-9333377

|BIG JOHM COAL CO [ Joint Yenture

[~ Required

Freq in Weeks: |0

Max Subcontract Pet: |  50.00 [ Subcontractors Paid

q

Bankruptcy Date: (00/00/00

Bankruptcy Type Desc: |Spac:es

Def
[ Indicator

Reason:

Original Prime Conbractor: |

Date: |00/00/00

|Spaces

Prime Contacts:

Contact Hame Contact Type User Id

Prime Associates:

(-

Assoc Vendor ID

0000002

Aszzociate Short Hame Aszociate Type

Insurance

“Click” in the Prime Associates panel.
“Click” the New[l button located on the toolbar.

¥ AASHTO SiteManager

File  Edit

Description

Location

Services ‘Window Help

N DEEg-

Fa

Prime DEBE Commit Training Plan

Contractor

Payment Data Critical Dates  * Primary Personnel

Contract ID:
Current Prime: [13-9333977

[F-go008

|BIG JOHN COAL CO [ Joint ¥enture

Payroll

’7 [~ Requued

Freq in Weeks: (0

Max Subcontract Pet: | 50.00 [~ Subcontractors Paid

Bankruptcy Date: |00/00/00

Bankruptcy Type Desc: |Spac:es

q

Defaul

[ Indicator

Original Prime Contractor: | [

Reason: [Spaces

Date: [00/00/10

Prime Contacts:

Prime Associates:

Assoc Ve
00000000z

Contact Type Uszer Id

Contact Name

Filter Search Aszzociate Short Hame Aszzociate Type

e Holder - See Ts*part Insurance

“Right-click” in the Assoc Vendor ID field. “Click” on Search.

A-1-1-a
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ﬂ Search Window

X

Vendor Id

00-0000002

Vendor Short Mame

Sure wes Surety

Insurance Place Holder - See Ts*port

Aszzoc Type

INSR

Use the Find/Filter/Sort technique to locate the appropriate Surety Vendor.
“Double-click” on the appropriate Vendor ID.

Note: If the surety company is not available, then the Surety Company will need
to be associated to the Prime Contractor in the Vendors window prior to this step.
Refer to 11 of this document for steps for associating the surety to the prime
contractor.

Note: If the Surety company is not in the Vendor window, then notify the
Prequalification Unit that the vendor needs to be added in Trans*port. After the
vendor has been added, notify the SiteManager System Administrator that a
Vendor Reference Load needs to occur.

¥ AASHTO SiteManager

File Edt Services Window Help

ERPF? Do &K E

¥ contracts
Description Location  © PaymentData ©  Cilical Dates Primary Persornel © Prime " DBE Commit ° Traning Flan

Contractor

Contract ID: R -30008
Current Prime: [33-3393977

Payroll
Freq in Weeks: |0

[ Required
Bankruptcy Date: 00/00/00

Defaulted
[ Indicator  Reason: [Spaces
Original Prime Contractor: \

Prime Contacts:

|EIG JOHN COAL CO [ Joint Yenture

Max Subcontract Pcl: | 50.00 [~ Subcontractors Paid

Bankruptcy Type Desc: \Spaces

Date: 0040000

Contact Mame Contact Type User Id

Aszoc Vendor |D
00-000a002 Insurance Place Haolder - See Tms*part

(10-0000003 Sure fis

Prime Associates: Associate Short Hame Asszociate Type

Insurance

ez Surety

If the Prime Contractor has selected to use an Escrow agent, repeat steps beginning
on page 9 to associate an Escrow Agent in the Prime Associates panel.

“Click” the Saveld button located on the toolbar.
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¥ AASHTO SiteManager.
File Edit Services Window Help

Mo g ey dE 0N E

E Contracts
Description ¥ Location ¥ Fayment Data Y Critical Dates © Frimary Personnel Prime " DEE Cammit * Training Flan
Contractor
Contract 1D: R -30003
Current Prime: [33-9333377 |BIG JOHM COAL CO [~ Joint Yenture
Payroll
’7 [ Required Freq in Weeks: |0 ‘ Max Subcontract Pct [ Subcontractors Paid
Bankruptcy Date: |00/00,/00 Bankruptcy Type Desc: |Spac:es
Defaulted
[~ Indicator  Reason: [Spaces Date: |00/00/00

Original Prime Contractor: |

Prime Contacts: Contact HName Contact Type User Id

Prime Associates: | Assoc Yendor 1D Asszociate Short Hame Aszociate Type

00-0000007 Surety Place Holder Surety

“Click” the Close button located on the toolbar.
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A-1-1-a Group Exercise
Contract R -90009 is ready to be initiated.

Log onto SiteManager as: update

Password: pass

“Double-click” Contract Administration (+) icon.
“Double-click” Contract Records (+) icon.
“Double-click” Contract icon.

“Click” on the Open button on the toolbar

“Double-click Contract ID: R -90009

“Click the Generic Field button located on the toolbar.

“Enter” the Program Budget Manager Doloris N. Sents
“Enter” the Project Manager Oliver Versee

“Enter” the Design Firm Designs R Us

“Enter” the DBE Original Commitment Amount $1,000,000
“Click” the Generic Field button located on the toolbar.

“Click” Save

Click the Primary Personnel tab

“Select” the PE/S Skip P. Nutt

“Select” the Area Engineer  Frank Farmer

“Enter” the Contract Designer Desmond Gnermond

“Click”: Save

“Click” on the Prime Contractor tab

“Click” on Surety Place Holder in the Prime Associates panel:
“Click” the delete button located on the toolbar

“Click” the New button located on the toolbar

“Right click” in the Assoc Vendor ID field to Search for Sure as Taxes Surety
“Double-click™ Sure as Taxes Surety

“Click” the Save button located on the toolbar

“Click” the Close button located on the toolbar
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Associating a Surety Company to a Vendor

This section of the document will explain how to associate a surety company to a
vendor.

™ SiteManager Panel
Main Panel T Contract Adminiztration(+] ]
S m R
l;il;lr'ltr-al;:t B Daily ok Contractor Change Civil Rightsz[+] hd aterialz Aocezsonies(+]
RN EENRGIEE]  Feports(+] Payments(+] Orders(+] b anagement[+]

“Double-click” on the Contract Administration icon located on the Main Panel.

oL SiteManager Panel

Contract Administration(+) T Reterence Tables[CA+]

]
& @

Contract Contractor Reportz [CA+]  Process List
Recordz(+]  Management[+]

tdain Panel

“Double-click” on Reference Tables.

E SiteManager Panel
| M ain Panel T Contract Administration]+] T Reference Tables[CA+]
% B
3, D
Interface Load  ltem Master  Funding Sources JEERNE el
hMezzages

“Double-click” on Vendors.
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¥ AASHTO SiteManager

File Edit Services Window Help

BT DS gl (e

™1 vendors
'Dest:liplion “Work Classes © Affiiastes ™ Personnel “Prime Contacts™ Associates Security 7 Securtes
Accounts Lzage
Vendor ID: IRS Tax Mbr:|
Short Mame: |
Full Hame: |
Yendor Type: | ﬂ Alt Vendor ID: ’7
DBE Type: |Spaces | Cert Type: [Spaces  ~ ~|
Cert Date: [00/00/00 Cert End Date: [00/00/00°
Corp Type: |Spaces ﬂ Corp State: ’—Ll
Prequal Date: [00/00/00° Prequal End Date: [00/00/00
Uncompleted Work Amount: | 000 [ P tion Indicat [ Dbsolete Ind
Ethnic Group: [Spaces Gender:|

“Click” the Open button located on the toolbar.

Selection

Wendor |

Find: |33.9933355 |

Vendor

’m Yendor Short Mame Yendor Type ”~
TAKEN DOwWHN COMSTRUCTION FREGQUALIFIED CONTRAL

939993366 PAVE'UM RIGHT CO FREGQUALIFIED CONTRAC

999999377  BIG JOHN COAL CO FREQUALIFIED CONTRAC

999999388  COWER ALL HOLES CO FREQUALIFIED CONTRAC

999993399  BLACK SIDE UP PavING FREQUALIFIED CONTRAC

AF-8585858  AFFILIATE CO. COMMERCIAL COMTRACT

AF-8585853  AFFILICATE IMC. COMMERCIAL COMTRACT

114 Cancel

Use the filter, find or sort technique to locate the appropriate Vendor ID of the
Prime Contractor. The Vendor ID of the Prime Contractor is located on the Prime
Contractor tab of the Contracts window.

“Double-click” on the appropriate Vendor ID.
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¥ AASHTO SiteManager

File Edit Services ‘Window Help

ERME DS 0> O

"Dest:liplion “wiotk Classes © Afflistes © Personnel  Prime Cortacts” Associates Security " Securties
Accounts Uszage

Vendor ID: |33-9333355 IRS Tax Mbr: |33-9333355
Short Mame: [TAKEM DOWH CONSTRUCTION
Full Name: [TAKEN DOWHN CONSTRUCTION

Vendor Type: [PREQUALIFIED CONTRACTOR AltVendor ID:[
DBE Type: |Spac:es Cert Type: ’Spaces—
Cert Date: [00/00/00 Cert End Date: [00/00/00
Corp Type: [CORPORATION Corp State: [N
Prequal Date: [12/03/05 Prequal End Date: [12/02/05
Uncompleted Work Amount: | 131638700 ¥ P tion Indicat [ Obsolete Ind
Ethnic Group: [Spaces Gender:|

The Vendors window opens. “Click” on the Associates tab.

¥ AASHTO SiteManager

File Edit Services Window Help
Bi® D= g - ra
E\fendors

" Description otk Classes © Affliates © Personnel  Prime Contacts Associates Security Securties
Accounts Lzage
VYendor ID: |99-9393555 Short Name:  [TAKEN DOwN COMSTRUCTION
Aszzociate Short Mame Aszociate Type
Insurance Place Holder - See Tms*port
Surety Place Holder £1

“Click” the New[ button located on the toolbar to create a new entry.
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¥ AASHTO SiteManager

File Edit Services Window Help

ElFY DS al@d 0

" Description Yok Classes © Affliates Security *" Secuities
Accounts Llgage

Vendor ID: |33-3333355 Short Mame:  [TAKEN DOWN CONSTRUCTION

Aszociate Type

Insurance Place  Ejrer search Insurance A
Surety Place Hol Surety -

e A — o

Associate Short Name: Associate Short Name is the short name for an Associate
of the Vendor.. “Right-click” in the Assoicate Short Name field. “Click” Search.

ﬂ Search Window
Yendor Id Yendor Short Hame Yendor Type ~

93-9993844  HARDHAT PAVERENT CO. FREQUALIFIED COMTRAL
93-9993593  WHEEL TRACK PAVIMNG PREQUALIFIED COMTRAL
93-9333588  LESS THAM 50% CRAE GRASS CO FREQUALIFIED COMTRAL
93-5993811  BURKE REMOVERS IMC. FREQUALIFIED COMTRAL
93-9993693 REFLECTIVE GUARDRAIL CO. FREQUALIFIED COMTRAL
93-9993344  MIGHT PAIMTERS, INC. PREQUALIFIED COMTRAL
Q0-0000001 Surety Place Holder - See Tins“port SURETY

Sure Az Taxes Surety SURETY

1].4 Cancel

Use the filter, find or sort technique to locate the appropriate surety or escrow
company.

Note: Vendor Type for a Surety company is SURETY.

“Double-click” on the appropriate Vendor Short Name.
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¥ AASHTO SiteManager
File Edit Services Window Help

ElRFY D gl (F

|
|
_l
|
|
\
|

Drescription “wiork Classes © Affliates © Personnel  Prime Contacts” Associates Security Securties
Accounts Uszage
VYendor ID: |99-9393555 Short Name:  [TAKEN DOwN COMSTRUCTION
Asgzociate Short Hame Azzociate Type
Insurance Place Holder - See Ts*port Insurance -
Surety Place Holder

Insurance
Other
Other Payee

£

Associate Type: Associate Type is the type of vendor associate. “Click” on
Surety.

¥ AASHTO SiteManager

File Edit Services Window Help

ERMrE D= a0 ra

™3 Yendors
" Description otk Classes . Afflistes © Personnel Prime Cortacts: Associates Security T Gecurties
Accounts Usage
VYendor ID: |99-9393555 Short Name:  [TAKEN DOwN COMSTRUCTION
Aszzociate Short Mame Aszociate Type

Insurance Place Holder - See Ts*port Insurance -

Surety Place Holder Surety -

51

“Click” the Saveld button located on the toolbar.

¥ AASHTO SiteManager

File Edit Services ‘Window Help

ERNFY Deweagd (O

Cl
ﬂ Vendors
" Description “work Classes © Affiliates  © Personnel Prime Contacts” Associates Security Securities
Accounts Uszage
Vendor ID: |93-9393955 Short Mame:  |[TAKEN DOWH CONSTRUCTION
Aszzociate Short Hame Aszzociate Type
Insurance Place Holder - See Tme*port
Surey Plsce Hole
: rety F ]

“Click” the Close= button located on the toolbar.
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A-1-1a Group Exercise
Associating a Surety Company to a Vendor Exercise

“Double-click” Contract Administration

“Double-click” Reference Tables.

“Double-click” Vendors.

“Click” the Open button located on the toolbar.

“Scroll” and locate the Vendor Short Name for TOM & JERRY YARD
SERVICES

“Double-click” on TOM & JERRY YARD SERVICES

“Click” on the New button located on the toolbar.

“Right-click” over the Associate Short Name and Search.
“Double-click” on the Vendor Short Name for Sure As Taxes Surety
“Click” the dropdown arrow and “click” on Surety.

“Click” the Save button located on the toolbar.

“Click” the Close button located on the toolbar.
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